Working Title of Position

STATE OF CALIFORNIA o
DEPARTMENT OF FORESTRY AND FIRE PROTEGTION Propram Techniclan Il

POSITION ESSENTIAL FUNCTIONS DUTIES 8TaTement | Division andior Subdivision

P{109 (0B/15) Siskiyou Unit
TNSTRUCTIONS. The Dinscior is raquired by Governmant Code Section Location of Headguarters
9818, 12 ta report (Or 46 record) .. mgterial ochanges In the dutias of any Yyaka

waitlor I Kie or her juradiction”™ The Poslilon Essantial Funclions Dulies - .
Statement s useq for s purpose. Evier identifying formation and sffecive | G18SS THIE of Position
| uate ot the right. Enter brief deecription of sach of the important dulles and Program Vechnician |
reeponsibilites of the position below, Group related dulbies In numbered Pogition Number
paragraphs and indicate the pereaniage of total e oocupled. rdicats the 5412148028001
“aagantial fungtions® of the position by placing an asterisk (%) in front of those ;
ingividusl duttes you determina to be sssential ta the job, Discussthe duties | Effective Date
with the employes sssigred fo thepesition. Both the employse and
supenvisor sign the docurment whepe indloated.  The supenisor retaing the

aniglnal dosument and provides § coby to the employes. o I
Parcentage of Time | Effective on the dale indicated, the employee assignaed o the position identified above performs

Required the following duties and respunsibilities.
Under the general supervision of the Unll Forester, serves as the Regource Management
Program Techaician !

309% “Frogesses gl invoming mall, "Plois ub, opens and date staps all Inceming msil {postal

service, publicly acoessed emall, Ups, express mall, facsimile, inter-offics); and identifies by
type, prioritizes, and provesses accordingly. Scans docwments for confidential material and
mouies the material {o speciifed Individuals, *Determines and routes documents 1 eppropriste
staff. "Pulls fles associated with incoming emendments, and places In processing area for
forester review, *Assesses incoming documents, and assists in mainkaining the e, *Assists in
distribuling outgelng migil and malling labels,

0%, "Processas Tinber Harvasting Documents (THD) for foresters. This Includes performing
exionsive data artry in the Forest Practice System datatiose. *Maintaing the Unit's Forest
Practive log book spraadsheet, gensra! fillng and fadng of documents *Photoconios, scans,
| sl distributes dectiments aocordingly. *Archives THs.

*Asgists at the publie counder and snswers telaphones. “Provides refief coverage for the other

20% adminisiralive staff as necessary.
"Agsisls the public, Umber operators, and Reglstered Professional Forasters with information
10% that is recsived In wiiting, by lelephong, or wallcin, *Directs people © the spprapriate slaff #
needed. o

“Fhess 2ve the esseniisl funciions for this position, Essentlal funciions ase those functions that the individuat whe bolds
the pagition rmust be able to perfor unalded or with the assistance of & reasonable accommodation.

Egual Employment Uppariunity (EEQ) Statemnent: All CAL FIRE employees are expaciad to conduct themselves in
& professional marnner that demonstrates respect for all emplovees and others they come In contact with during work
hours, during work related activities, and anytime they represent the departiment. Additionally, all CAL FIRE employees
are responsible for promoting a safe and secura work environtment fres from discrimination, harassment, inappropriate
conduct, or refaliation.

Job qualifications and/or conditions of employment:

"We have discussed this document in its entirety and understand the dutles of this position.




STATE OF CALIFORMIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ﬁ&&ENT!&L FUNCTIONS DUTIES STATEMENT

Pe3-188 (06/16) - PAGE 2

Working Title of Position
Program Techniciamn i

Percentage of Time | Effective on the dats indicated, the emploves assigned to the posttion identifled above performs

Required the following dutles and responsibilities,

% Participates in Unit Commsiitess by taling minutes and producing final coples. *Prepares fetlers
arid mamoranda a8 requested; Assists with special projecis as assigned.

0% “Masist forestry steff in reviewing grant involses and conducting grant reconciiation,

i “These are the sesantial funcliens for this posiion. Bssantial functiona are those funclions that the individuat who holds

Photovopies, scans and fles grant documents scoordingly. Processes financial docurments for
fTesource managament. Fhotocopies, soans and filos grant documients accordingly.

the pogition roust be able to parfors unaided of with the assistence of 8 reasoniable avsommodation,

Eual Emph‘aym@nt ﬁppmumty {EEQ) Staterment: All CAL FIRE amployees are axpeeimﬁ o sonduct themselves in
& professional manner that demonstraies respect for sl amployees and others they coma in contact with during work
hourg, during work related activities, and anytime they represent the deparfmant, Additionally, alf CAL FIRE employees
arg respcmsibta for promoting 2 safe and secure work envitonment free from discrimination, harassment, inappropriate
aoncuct, or rataliation.

Job gugiifications andior conditions of amployiment:

"W have discussad this documant in its entirely and understand the duties of this position."




